LES : NEX-636-16

Announcement No.

ﬁ?ﬁﬁ%ﬂ‘,gﬁrﬁ#ﬁ BSIIR: lstéuzt-lc\)/lffa:;]l-:gb 16

Closing Date

VACANCY ANNOUNCEMENT _ 2nd Cut-off: 29 Feb 16
R47H: 19Jan 16
Date of Issue
1H538 4 Job title (&% Grade_ 4 /EEFHEHK LD _3 ) SE A | 4 FEEEH Area of Consideration
No. of I. X3 MLC/IHA ¢ £ B (EPRE )

Recruitment Current MLC/IHA Employee within Activity

Personnel/Manpower Coordinating Clerk, #327 B9 3B MLC/IIA 63 B (B $1Ir)

(A%X [T A jj EH %%i’%ﬂﬁt) 1 £ Current MLC/IHA Employee in commuting distance
. |\MLCIHAREEB(2TE B K E)
X =%% T ER RS EA (D EER Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade  Security Medical IV. D] 4+&B Off Base Applicant

2. EBBX Activity
Navy Exchange, Yokosuka

Personnel Office 5. AN EEE Type of Employment
] MLC
B FEIB A Working Place: #75% 348 Tomari-cho, Yokosuka X IHA LIHPT
3. BhFER% R work Schedule (3840  FEREHI hraw) [ ] % A Permanent
£)7% 8 Work Days: 5 days/week X BEE Limited Term (Until 12/31/2016)
£) 7558 Work Hours: 0700-1545/0730-1615/0800-1645/1015-1900
{RE8 Recess Period: 45 min/day * The employment may or may not be
renewed or may be terminated prior to
[ & & Night Shift X 5% % Overtime  [X] 3R Business Travel the not to exceed date.
6. B # A Duties

Performs a variety of clerical, procedural, and assistant work servicing customers/employees in a computerized or manual system.
In a computerized system, determines appropriate coding and operates Japanese Automation System and PeopleSoft. Knowledge of
the operations and terminology of the personnel specialty, e.g., classification, recruitment, placement, management-employee
relations, employee development, personnel system management, labor relations, etc., is required in support of one or more
specialized functions. Provides clerical and procedural support in a variety of employee-management programs. Maintains position
control files. Controls personnel action requests. Draws organization charts based on information. Prepares and distributes
vacancy announcements.  Provides information to job applicants. Refers applicants to supervisor for interview. Establishes and
maintains files of correspondence, applications, performance appraisals and promotion folders. Explains procedures and forms for
rehiring. Japanese language is required to communicate with customers and associates. Performs other related or incidental duties
as assigned.

7.EBEH.  BESEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent in any field, OR completion of 4 year
college/university in any field.

. Must have GOJ ordinary driver’s license (AT limited is acceptable).

Knowledge of regulations and procedures for IHA/HPT personnel actions.

. Skill in operating personal computer applications such as Microsoft Word and Excel.

Ability to perform a variety of clerical and administrative duties.

Ability to communicate effectively and courteously with all level of personnel.

. Ability to speak, read and write English at fluent proficiency level. (LD-3)

. Ability to speak, read and write Japanese at native language level.

SQ 00T

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE H1 English Language Proficiency : [ JWAZEZE L None [_|#)#% Basic [ ]9 #Kk Intermediate [X]_E#& Advanced [ 4FER D EE ] Exceptional

% FE Educational Background : 7/8 #8588 See blocks 7 & 8 | $a#F3F. 18 T &F License/Certificate Required : 7/8 #1588 See blocks 7 & 8




RFIR

= . .
8329 % £ M Application and Associated Documents Working Condition

*[X] 22 R I35 F#E Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

*MEBAlE Complete * in [X] #FE T English

X RiEFBRENEAXRBETEHHE L TWLSAIKL. THKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on
Relatives”

X BABRFHETOL EBBEEGLRFIDE L (AT BRE ) Copy of GOJ Ordinary Driver's
License (AT limited is acceptable)

[ 1&TEESIBAZDE L Copy of Certificate

X EEDOREANFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZ L. WEEDEESRS FAT- KA ZE UV IR{EAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)
X BARELELUND AL, HEH— FERU/SRFR— ~/ZEFED 3 E— For non-Japanese citizen
applicant, copy of Residence Card and Passport/Visa Copy

9. IEEZHEIRHE Office to Submit

RNEEEE (FMLC/IHARRR) LNABIEEE GEEXR) TR, REEFERHAENEVEY., LEXERHME
PHEBADOENG., FXRHLTTSL., BRMHBUBZE, Office to submit job application documents is different
for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GCEE) LREEE4BD “‘BEHEA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXRA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABIEHEE (B MLC/IIHAGERR) RHE CREERAREMBARAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE||E#BAE A 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KBEEAEEMEMEFAIEBT 1. BAAZELBERTROTOERICASSSERD EFECEIREE] VRE
LTHYFET, EAFHIO600FLY., FEOB600KETINDHADICEEHDIRHEIAEETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1st fl.) in the office located on the
left side of the main gate to the Yokosuka Navy Base.

2. NEBREE EREER) RHEE Off Base Applicants must submit to:

T238-0011 T238-0011

ME)NEEABETRIER 1-6 FEEL 4R Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(& Management #1 Section

TEEEZES Phone 046-828-6959

ZATREfE - AIE—&BE. 0830-1730 K (AADERZEMKR<). EREFHFOCEREILLIIEELELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFEANEH For Official Use

FLAETRRE Y Activity POC: NEX Personnel EE (DSN): 243-5149

PD No.: NEX-PERO-007-LT ‘ PD is accurate and current. Certified by Activity: mk ‘ HRO: (rcvd: 1/13) js 1/14 ms 1/14

SHEEEZHREZ L TOWEWMEE EEORRICIEY FH A, Incomplete applications will not be considered.
REHSNEIGHEEHIEHERL LEE A, Submitted applications will not be returned.




PRIVACY ACT STATEMENT B AE3REEI= DLV T

AUTHORITY Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

EE RETTEERS 10450,9397 ; RO BAE - EANFRORECET 5:EF (Fr1 5EXFEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: NFDLd, 2, UEORELAEBXREOEXBOXTEENE LT, BEAERELRT 54,

R ERIEIETFER. L LJFETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FRABEM: TEMOZERICLER., RFCTE#GEANGREZHET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

EHRET. EAEROFTIERETIA. BRSNLFERERME LGN SHE. TOROFREOYHIT. Bh. H5HULIEHH
ERBENHYET,

Format Rev: 5-30-14




